Meeting Minutes
	Meeting Name
	[Meeting Name]

	Date & Time
	[Date], [HH:MM]–[HH:MM]

	Location / URL
	[Room / Zoom: URL]

	Facilitator
	[Name]

	Note-taker
	[Name]

	Created
	[Date]



Attendees
	Name
	Role
	Company/Team
	Status

	[Name]
	PM
	[Company]
	Present

	[Name]
	Tech Lead
	[Company]
	Present

	[Name]
	Business Owner
	[Company]
	Absent (will share notes)



Agenda
	#
	Topic
	Owner
	Time

	1
	Progress update on [topic]
	[Name]
	10 min

	2
	Issue discussion on [topic]
	[Name]
	15 min

	3
	Action item review
	All
	5 min



Discussion & Decisions
	Topic
	Discussion
	Decision / Outcome

	[Topic 1]
	[Summary of discussion]
	[Decision made]

	[Topic 2]
	[Summary of discussion]
	[Decision made]



Action Items
	#
	Action
	Owner
	Due Date
	Status

	1
	[Action description]
	[Name]
	[Date]
	Open

	2
	[Action description]
	[Name]
	[Date]
	Open



Next meeting: [Date], [HH:MM] / [Location]




